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NAWCWPNS | NSTRUCTI ON 12411. 1

From Commander, Naval Air Warfare Center Wapons Division

Subj : SUPERVI SORY DEVELOPMENT

Ref : (a) FPM 412
(b) CPI 412.3
(c) FPM 315, Subchapter 9
(d) COVWPMICI NST 12335.5, Merit Staffing Program
(e) NAVAPNCENI NST 12335. 1A, Merit Pronotion Pl an
(f) NAWCWPNS Denonstration Project Perfornance System
Handbook, AdPub 017 of Aug 92, Appendix C
Encl : (1) Departnent of Navy Supervisory Conpetencies

(2) Instructions for Conpleting the Individual
Devel opnent
Pl an for New Supervisors

1. Purpose. To provide policy and assign responsibility
consistent with references (a) through (f) for the training and
devel opnment of all supervisors of civilian enployees at the Naval
Air Warfare Center Wapons Divisi on ( NAWCWPNS)

2. Cancellation. COWMICINST 12410. 2D and NAVWPNCENI NST
12411. 1.

3. Scope. This instruction applies to all supervisors, both
civilian and mlitary, of civilian enpl oyees at NAWCWPNS.
Mlitary supervisors are exenpt fromthe specific requirenent to
devel op an | ndividual Devel opment Plan (1DP).

4. Policy

a. NAWCWPNS policy is to achieve quality in supervision by
establishing and defining the el enments of good supervision,
ensuring that the supervisor has a thorough understanding of the
el enents, and providing training opportunities for new and
establ i shed supervisors. This policy is derived froma recogni -
tion that the role of the first-level supervisor is key to the
successful acconplishnent of organi zational objectives. The
devel opnent al program and procedures described here will neet the
intent of all applicable regulations and will enable the new
supervisor to nake the shift toward a Total Quality (TQ | eader-
ship style or philosophy. The responsibility to inplenment this
policy is vested in nanagenent. All supervisory positions are
filled using the procedures detailed in references (d) and

(e). 1






b. Ofice of Personnel Managenent (OPM and Departnent of
Navy (DON) policy regarding supervisory devel opnent enphasi zes
the inmportance for new supervisors to devel op appropriate
know edge, skills, and abilities (KSA's). Al levels of
supervi sors nust possess specialized KSA's to supervise
effectively. In keeping with OPM and DON policy, NAWWPNS is
enphasi zi ng supervi sory devel opnment based on job requirenents and
i ndi vi dual conpetencies (KSA's). Reference (b) requires each new
supervi sor, in conjunction with his or her second-| evel
supervisor, to identify and docunent devel opnent needs of the
new y sel ected supervisor within 45 cal endar days foll ow ng
assignment to the supervisory position. Reference (b) further
requires the core conpetencies in enclosure (1) be incorporated
into the new supervisor's I1DP, enclosure (2). These core
conpetenci es reflect key supervisory tasks perforned by al
supervi sors, regardl ess of their organizational |ocation.
Reference (f) also lists standards to be considered for al
supervisors who are in the Denonstration Project personnel
system

c. Reference (c) prescribes that a person selected into a
supervisory position for the first time nust successfully serve a
one year probation period before the initial selection is nmade
final. Enployees who have al ready conpl eted a supervisory
probation period can be sel ected permanently w thout conpleting
anot her probation period. The purpose of the probationary period
is to give new supervisors a chance to devel op the unique skills
and abilities that cannot readily be taught or devel oped in other
ki nds of positions.

d. During their probationary year, all new supervisors are
required to participate in the follow ng courses:

(1) Administrative Policies and Procedures for
Supervi sors. Conpletion of this class satisfies the first year
training requirenments for Personnel Managenent. Topics addressed
are Safety, Security, Equal Enploynent Opportunity, Prevention of
Sexual Harassnent, Ethics, Cvilian Enpl oyee Assistance and Drug
Free Workpl ace training. The length of the class is 32 hours.
This class nmust be conpleted within the first six nonths of
initial appointnent.

(2) Basic Supervision. Conpletion of this class
satisfies the first year training requirenment for Basic
Managenment. Topics addressed are exploring various managenent
styles, principles of |eadership, conmmunication, TQ | eadership
conflict managenent, planning, organi zing, counseling, coachi ng,
etc. Cass length is 40 hours. This class nust be conpl eted
within the first year




(3) To enhance | eadership skills, it is strongly
recommended that new supervisors conplete the Role of
Supervi sors/ Managers in EEO cl ass.

The above courses are also available to mlitary who supervise
civilians.

e. Continuing devel opnent for established supervisors is
i mportant. Because supervisors' work environments are dynam c
supervi sors should continue their devel opnent throughout their
careers; training is not a one-tinme event conpleted early in
their careers. Established supervisors are encouraged to
continue supervisory devel opnent that updates or enhances
necessary skills and know edge and update |IDP' s as appropriate.

f. Established supervisors who are new to NAWCWPNS shoul d
receive training regarding DON and | ocal personnel and Equal
Enpl oyment Opportunity policies and practices under which they
will function. They should take this training within the first
six nonths of their enploynment at NAWCWPNS.

5. Procedures.

a. Oninitial selection and appoi ntnment of a new supervisor
(probationer), the probationary year starts. The follow ng
briefly outlines the devel opnment planning process that will be
foll owed during the probationary peri od:

(1) The first level supervisor wll schedule a neeting
with the probationer to discuss the performance plan, the
required training schedule, the IDP and ot her expectations
associated with the probationary period. The first |evel
supervisor also wll schedule two additional follow up neetings
to neet with the probationer. Personnel Mnagenent Advisors from
the Operations Division (Codes P624/C625) are available to
provi de advi ce and assi stance as necessary.

(2) The first level supervisor will ensure that an |DP
and performance plan are prepared for the probationer within the
first 45 days of his or her initial appointnent. The performance
pl an nust include requirenents regarding conpletion of the
required training and approxi mate dates training will be
recei ved. Enpl oyee Devel opnent Specialists (EDS) fromthe Human
Resources Devel opnent Division (Codes P622/ C622) are available to
provi de advi ce and assi stance as necessary. Forward a copy of
t he approved |IDP to Codes P622/ C622.



(3) Codes P622/C622 will establish and maintain IDP files
for probationers. The EDS will provide the probationer,
the first |evel supervisor, and departnent head with a |ist of
conpl eted training and a schedule of the required supervisory
training.

(4) Codes P622/C622 will periodically provide
probationers and their first |evel supervisors, during the
probationary period, progress reports of conpletion dates of the
mandat ed training courses. Before the end of the probationary
peri od, Codes P622/C622 will forward verification of conpletion
of mandatory training to the first |evel supervisor

b. Successful conpletion of the probationary period is
dependent on a satisfactory evaluation of the probationer's
performance during the probationary period and certification that
t he probationer has successfully conpl eted devel opnent al
training. To ensure that evaluation is docunmented, take the
foll ow ng steps:

(1) Ninety days before the end of the supervisory
probati onary period, the first |evel supervisor will receive a
Probati onary Service for Managers and Supervisors Certification
Report fromthe Manpower and Personnel Data Systens Division
(Codes P626/C626). The first |evel supervisor will sign the
report verifying that the probationer's performance during the
probation period was satisfactory, that all nmandated training was
conpleted, and will ensure that the conpleted report is returned
to Codes P626/ C626 via the departnent head. |If either of these
conditions is not met, the enployee nust be returned or
reassi gned to a nonsupervi sory or nonmanagerial position
follow ng reference (c) procedures. The first |evel supervisor's
signature on the certification report marks the conpl etion of the
supervi sory probationary period. The first |evel supervisor wll
forward the certification to the second | evel supervisor for
si gnat ure.

(2) When the certification is signed by both | evels of
supervision, the report is forwarded to Codes P622/ C622, who will
then forward the report to the Records Section of the Equal
Qopportunity and Enpl oynment Division (Codes P623/C623) for filing
in the new supervisor's Oficial Personnel Folder.

6. Responsibilities. The devel opnent of supervisors at NAWCWNS
is the responsibility of managenent. The Human Resources
Department (Code P62) will assist managenent in carrying out this
i nherent responsibility. A nore detailed description of other
responsi bilities includes:




a. Deputy Commanders for Research and Devel opnent and Test
and Evaluation and Commanding O ficers, Naval Air Wapons
Station, Point Migu and China Lake will recomrend policy and
provi de gui dance and direction on supervisory devel opnent and
will ensure sufficient allocation of resources for inplenmentation
of a quality program

b. Directors/Departnment Heads will ensure the policy
outlined in this instruction is inplenented and, at the end of
the probationary year, will assist in determ ning whether the
probati onary period was satisfactorily conpl et ed.

c. First level supervisors of probationary supervisors wll
ensure that the policy outlined in this instruction is followed
and that the necessary training is acquired in a tinely manner.

d. Head, Human Resources Departnent (Code P62) wll

(1) Provide adequate resources and staff support to
effectively adm nister the program

(2) Ensure that the program neets all regulatory
requirenents.

(3) Ensure that training is available to support NAWCWPNS
policy.

7. Forms. NAWCWPNS 12411/1 (5-93), Individual Devel opnent Pl an
for New Supervisors, is available from Code P622 at Point Migu
and Code C622 at Chi na Lake.

8. Directive Responsibility. The Head, Human Resources
Department (Code P62) is responsible for keeping this instruction
current.

W E. NEWAN
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DEPARTMVENT OF THE NAVY
SUPERVI SORY COMPETENCI ES
(CPI 412-A)

The follow ng m ni mum conpetencies/skills are required of all DON
civilian first-1line supervisors.

General Conpetency Area Specific Conpetencies (Abilities)
| . Personnel Managenent 1. Devel op subordinate staff and
Skills apprai se their performance.

2. Apply safety and security
pr ocedur es.

3. Apply local and DON personnel
and EEO policies and
practi ces.

1. Communication Skills 4. Coach and counsel
subor di nat es.

5. Gve and receive feedback
constructively.

6. Recogni ze and overcone
barriers to effective
conmmuni cati on

7. Motivate subordi nates.

8. Manage conflict.

9. Interact effectively with
peers and ot her |evels of
managenent .

10. Del egat e work.
I11. Basic Managenent Skills 11. Plan and organi ze worKk.

12. Sol ve problenms and make tinely
deci si ons.

13. Acquire and admi ni ster
material and financi al
resour ces.

14. Monitor and eval uate prograns
and results.



NAWCWPNSINST 12411.1 - SUPERVISORY
DEVELOPMENT, ENCLOSURE (2), PAGES 3,4, AND
5 (Individual Development Plan for New Supervisors), are
not available on the server.

For copies, please contact the Records Management Office,
Code 721000D, at 939-3344 (DSN 437).



| NSTRUCTI ONS FOR COVPLETI NG THE
| NDI VI DUAL DEVELOPMENT PLAN
FOR _NEW SUPERVI SORS

NAME
DATE OF ASSI GNMENT

PCSI TI ON TI TLE, SERI ES &
GRADE

COMVAND AND CCDE

SHORT TERM CAREER GOALS

LONG TERM CAREER GOALS

SI GNATURES AND DATES

COVPETENCI ESSS

DEVELOPMENTAL OBJECTI VES
( KNOALEDGE, SKILLS, AND
ABI LI TI ES)

Enter your full name
Enter the date of assignnent into
t he supervisory probationary

peri od.

Enter your position, occupationa
series and grade; e.g., Spvy
El ec. Engr., GW 855-14.

Enter name of organi zati on and
code.

Descri be the goals that wll

i ncrease effectiveness in your
present position and assist you
In reaching |long term goals.
Short term goal s shoul d be

achi evable within the next 1-2
years.

Descri be goals that are
achi evable in 3-5 years.

Enpl oyee: Sign and date this
form Signature indicates that

you concur with this IDP
Supervisor: Sign and date this
form Signature indicates that
you concur with this IP. (The
enpl oyee is responsible for
ensuring that the supervisor
signs the IDP

These are the three general
conpet ency areas issued by
CPlI 412, enclosure (1).

These are the specific
conpetencies required of all DON
civilian first-1line supervisors.



10. DEVELOPMENTAL ACTI VI TI ES Li st devel opnental actiivities
(FORMALL TRAI NI NG, t hat enpl oyee/ supervi sor agree
ON- THE- JOB ACTI VI TI ES) wi | | achieve the conpetencies

identified in block 9.

Devel opnental activities can

i nclude rotational assignnents,
on-the-job training and fornal

cl assroomtraining. List course
titles in this block; e.g.,

Adm ni strative Policies and
Procedures. Use this bllock to
docunent any previ ous experience
or training related to each of
the job conpetencies listed in

bl ock 9.
11. TRAI NI NG | TI NERARY Li st dates of schedul ed training
and dates of actual conpletion.
12. SUPPLEMENTAL SKILLS The purpose of this block is to
REQUI RED list any additional skills you

need to performyour job.

13. DEVELOPMENTALL ACTIVITIES List activities that will enable
(FORMAL TRAI NI NG, you to achieve skills listed in

ON- THE- JOB ACTI VI TI ES) bl ock 12. Can include rotational

assi gnnents, on-the-job training,

classroom training, and readings.

14. TRAI NI NG | TI NERARY Li st dates of schedul ed training
and dates of actual conpletion.

NOTES:

In the event the new supervisor is a SEVDP parti ci pant,

substitute the IDP he/she has devel oped for that programfor the

| DP for New Supervisors, NAWCWNS 12411/1.

Send a copy of the conpleted IDP to Codes P622/ C622.



